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OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES A N 0  HISTORI 
RECORDS MANAGEMENT DIVISION -. ~--Î - 

9 .I,<. APPLICATION FOR RECORDS RETENTION SCHEDULE 
~ _ -  - 

INSTRUCTIONS See Publication No. 76-!?M-? for instrucfions on completing this form. Forward signect original to 
Department of Archives 'and History. Records Managerkt Division, 330 Capitol Avenue, Atlanta, Georgia. 30334. 
Attention: Scheduling Section. ___ .~ - ______ 

FOR REGORDSMANAGEMEMT USE 
~- 

~ 80- ~- 3q 2 ~- 
Date Completed 

DEC 2 1980 
~ ~ - _ _ _ _ _ _ _ _ ~ _ - - ~  

Telephone Number 

~ -. ~~ 

~ 
~ 

656-2954 

- ~~ 

-4- 

1. Agency Address 
Teachers Retirement System ' 

Accounting and YeEbership Div is ion  
S u i t e  400 
Two Northside 75 . .~ 

Working Titie 

Systexs Manager -~ ~ 

~= 

FOR AGENCY USE 
a:p!icat:3" Dare 

~- - 
h.p$ication Number 

1~ 
- ~- ~ 

2. Person to Contact 

Bob Hasser 
3~ Action Requested 
_. _ _  

a. 
b. 
c. U-A-Gid  ADplication No. 

Establish Retention Schedule; record will continue to accumulate. 
U D i s p o ~  of present accumulation; no further accumulation anticipated. - 

Check 0%: iZl OYan;ge;7 U S i i i e d e ; =  Void 

I , , . ,  . 

.~ . 
What i s  t h e  function of the Division and the Office in which this record series i s  created? 

4. Dates of Series 
Ear l iest L a t e i t  

~. 

~~ 

6. Division and Office Function 

The Teachers Retirement System adminis te rs  t h e  re t i rement  system f o r  al.1 t eachers  and 
admin i s t r a t ive  personnel  a s  def ined i n  Ca. Code 32-2901: and performs accountin? and 
investmsnt s e r v i c e s ,  through c o n t r a c t ,  f o r  the  Georgia S t a t e  Cmployees Retirement 
System. 

The Accounting and P'emhership Divis ion e n r o l l s  memhers of the Fmplovees and Teachers 
Ret i rexent  Systems; mj in ta ins  member accounts ;  e d i t s  and processes  monthlv r e p o r t s  
on member and employer con t r ibu t ions :  and maintains  general  and subs id i a ry  a i c o m t i n g  
records for the  Georgia S t a t e  Employees Retirement System and the  Teachers Retirement 
System. 

0 

___~_ ~__. __ 
7. Record Series Description 

Documents relating to: 

Included a r e : c a u t e r  p r i n t o u t s  showing members, contributions;cumuIative t o t a l s ,  and 
~~ 

This f i l e  contains the following documents (incliirle form numbers and titles, if any): 
Attach samples of the file. , 

c e r t i f y i n g  p a y r o l l  deduct ions f o r  retirement cont r ibu t ions .  

~- stiilmmarizations of t o ~ a L ~ a l a r i e s  and e ip loyers -  con&Lbgt%ks as-~follows: .~ - Computer.rA # TR8064-01, Quar te r lv  Cont r ibu t ions  Turnaround Report; Cbm$uter 
run # TR8064-02, Member Quar te r ly  Report; '  Computer 
N o t  I% Quar te r ly  Contr ibut ion Peport;  Computer run # TR8064-04, Summarization 
of Contr ibut ions;  computer l i s t i n g  "Summarization of Yonthly Report ,  TR8023R1: 

.~ ~ 

~. 
# TR8F64-03, Fcembers 

~~ E .- &I S.1600-1, monthly r e p o r t  from Department of  Education. 
~ ~. 

- 
~ .~ ' i -  

I a ?  i 
I 

e? 
~. 

s o  3 u  
1 

-~ 1 Fiie isarranBd: @ chronologica l ly  by f i s c a l  year ;  thereunder  .by aSSifS!ed S t a t e  ~ :~ I 
~- ~~ 

. Agencrn+er. 
Hov, often are records referred to which are: .- 5.  Monthly Reference Rate ! 5 n e  to six months old 2&b-; Seven to hvelve months old d?!lL; Thirteen to twenty-four monIlis ald .dd1E-: 



, .  
- ~-_-- ~~ .. 

(Piacean"X"n.thepropelcolumn!_~ - i -Lp-__-p-~ 
a. Is this the off icial copy of the wries? 

I f  not, where is=- 
b. Does the series contain confidential information requiring security handling? If yes, site law or reyulatjon. 

~ ~~~~ ~ ~ -~ - _~____-__~ __ ~~ 

! 
~ ~ p ~ _ - _ ~ _ _ ~ . ~ _ ~ _ _ ~ ~  ~~~ p_~_~_._~. _~___~_____~__ , .  

c. Is th isa  vital record,, -p ~p~~ I 
have historical or long term regqrch.value?- ~ ~ ~ .. 

e .  When one or two documents in the fi le make it necessary to.keep the entire file for a long period, could these 
~- ~~ ~~ ~ ~- _._p ~ -~ 

in&kze&s e v e r ~ P u b l i s h e d U s  attach COPY.- -~ ~ 

._-p~~~___ 

~- -. ~- 

.~ 

! ;. Retention Requirements The fol lowing requires the series t o  be kept: 

~- a, siale caw------ ~~ ~---_.--yeas. ~~ ~ ~ 4 Audi t  State period & Independent I-~- 1 
100 b. Statute o f  l imitat ion years. e. Administrative need __-~ ~ -years. 

c. Federal law -years. f. Federal retention instructions ___ ~.--years. 

Attach m p y  or e x e r t  of laws or regulations. Explain arlminis:rative need 

~~ 
~~ 

records needed for l i f e  of member and/or l ifetime of beneficiary 

- ~~. -. ~~ ~ ~ p ~ ~ ~ ~ ~ ~ ~ ~ - ~ ~ p - - p  -~ - -~ 
12. Approved Disposition Instructions This agenn, recommends that the fi le series k cut o f f  at the end of each: 

0 Calendar Year; 0 Fiscal Year; n Other -~ - p ~ ~ ~ - - ~ - - t h e n .  

0 H o l d  in the current files area month(s) yearls); then 
0 Trar.ifer t o  local holding area; ho!d -----_yearis); then 
C Transfer to State Records Center; hold --~.-_year(s); then 
0 Destroy. 
0 Transfer t o  State Archives for permanent retention. 
B Orhe: (specifyj 

- TAPE: After posting to  data base, return to user. 

PRINTOUTS: Cut off f i l e  at end of each f i s c a l  year and microfilm: then destrov paper -~ 
~. . .  

_c______ ~ 
~ ~ ~ ~ _ ~ _ p  after'verifying microfilm~~A---..- ~ _i_ 

DUPLICATE MICROPILK: Bold in  current f i l e s  area unti l  n6 longer needed €or reference, 
then destroy. 

~ 

~ 

1 
These instructions apply t o  a l l  prior a w l  future accumulations of the series. -- . w .  


